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2. Division or Bureau of Requesting Agency
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3. Authorization Requested (Check only one of the squares below).

I"~ Dispose of present accumulation. No
additional accumulation is antici-

pated. Records have ceased to have value
' to warrant retention.

B
Establish retention schedule for re-
cords for which there is a continuing

accumulation. The records will cease to
have value to warrant their retention after
the period of time indicated.

Microfilm and destroy originals.
Originals if not microfilmed would be

retained for the period of time Indicated.

4.
Item
No.

", ... 5. Description of Records
Describe records accurately. Include title, form number, size of documents,
work or activity to which the records relate, inclusive dates, and quantity
(cubic or linear feet). Show recommended retention period.

6. Recommendation
of Hall of Records
and Board of Public
Works.

COISERtSTIOH COHBMCTS

fcagteaeta fire F*epa*ed snri let oat tat Uda tqr the BngfaMerins
Departnent* After tw contract asard i s &&&; copies of the contract
ETO distributed to the iollosiagt

Cotitoaotor^ Offloo (osetsiited copy)
Bond Gonpaj^ (dSEDCUtoa copy}
Socrotary Treasurer^ Office (ST.S^>,C, csBciated copy)

•JBt^tacgrlH^-Btvision (g»5.3*C»)
Cbiaf Erginaor's Office (Duplicate copy)

^Construotios BepartaeAt (Duplicate «opy)
"'Ccaprtsroilar* B Office (ST,S#S»C#, di^plicato copy)

This schechilo i s concerned only -with t t o eontracts f i l e d i n the
various doparteanta of th« Conndssios^

There aro threo typos of contracts prspar«d, as fo l l oas :

Labor
Storm Grain
Water axs^Scwago

The follosring recceasjcndatioiis provide far the i*yrmront retention
of a l l records mcesaary far future reference far any purpooe.

SECRETARY TB£A5URBRt3 OFFICE

The oontract f i l e in this office lo established in three
categories as ltenised dbova* They ere filed rasuBriBclly in
each category, this f i le eonatata of the only eaecuted copy
of the contaraet filed trith the CtsarijBJion, The eoutract

-,^^>

^>j:

7. Agency, Division or Bureau Representative

'A ft W'.&v*^ SuparriBcr of Reeords 8tgygy€uik
)U(Lu I (<t6-Z+*

Signature Title Date T
Schedule Authorized as.Indicated in Col. 6 by Hall of

rds Commission.^ ^ e c o i

Avu^v^.
T Date Archivist

Disposal Authorized as Indicated in Col. 6 by Board of
Public Works.

*UG 9 1954
Date Secretary
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2.

i s used for certifying payments and far legal and cost research
purposes. Occasionally tfcey ere needed -nban repairs or aodificatio»
beccBs necessBryyĴ 'Tb© contracts occupy 17 dmmtu'tf (,25k cubic foot)
for ttis years 1910 to date. The rate of acctefflOLation Is aboat 1
drawer per ywor (1&CE£&C foot)*

RBCOSiSEDftTIDK.
D&TS G? LAST Pfi
ORIGniAIG.

S2TAU5 P5HEARSH?IXj IUCftOFlIE fKMKS XEABS £FTSR

C3??ICS CP GSISF EEQIBffiR

Contracts are filed in tlareo categories, labor, Storm Grain, Water
asd Sersago, They are filed mctaricallj vltMn each category.

FOOT folders ara prepared for eaeh contract in tha Storm Drain,
Water and Sewage f i les aa follawsu

Folder 1. Correapondence

Ccssists of correspondence (ijenersJly 8§« X 11")
«lth tba contractor*

Foldar 2« BartJaatea

This foldtxr coc&ains t)ie follosing fdrost

ForgE^ga (81° X 21")* Estisato. This fans shosra
tbe orlgfnal ©stisiates, prepared ty the CoiBxttw-
tioD Offiod on cost and aateorialB for ©acli Job*

Pom '1*304 (6&* X 11*), Fora Letter to Bonding
Ccopa&y. "ffcig i s a foera-letter sent periodically
to the banding ccE;pany indicating progress of the
work.

Form 5-53 (8^ X 11").. (This fora i s an intsr-
offiee soso -used throtî Bsttt the Ccesnission) • The
SVMbWSSti!ndation of the Chief Engineer to the
CoasiBsionerE that final payaent be taade to the
contscactor i s lasjie on this nemo form*

Folder 3* Specifications

This folder contains the specifications for the
Job and cost tabulations, copies of a l l bids
odtiaitted (eanerally 10" X 12" )* and a ccmplete
sot of plans (size -varies from 6^ X 11° to 40" X
40"). Duplicates of the plans are also retoinod
by the Construction DspartEsnt* Tbs Vt̂ î a^**"?
are a detailed description of each contractor's
bids and are used for cooperative analysis prior
to area-ding the bid.

y- -i
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The material la this folder consists alsost
entirely of duplicates of mtertol found in the
otter thro© folders* Bot duplicated elsewhere,
however, Is the recozaaendatlon of the Chief
Engineer "to the Coaaisslonars on the acceptance
of the bid (this Is prepared, on Form E-50;? the
request for advertising for bids and a copy of
the advertisement.

Of the material in those too contract f i les orgy, the carrespoaieaee,
•ebich originates in tbia office, has any lasting value*

The Labor contracts are also filed suaerically but only one folder
containing a l l data relating to the labor contracts i s used* labor
contracts ere 1B±.- for construetion work t&icli a i l l cost less than
$5,000, The Casesisaion (Applies a l l sateriala for the job, and
contracts only for the labor and tise of equijesnt. All data relat-
ing to a particular labor contract i s irainftg î laa one folder* The
f oldters ere arranged namericaUy by axaber contract* Material in
the folder includes the estimates, copdes of bids, correspondence^
recoesaendaidon of the Chief Enginear for aeeeptane© of a bid,, pro-
gross reports sand -reccgaEwwfwfation for final pajtaBnt •

The accrsmliition of tbe three contract f i les in this office i s as
follotnit

Water and Sgwagat Occupies 3& druaara (57 cuhle feet) in
the. office area for the years 1947 to date bgfiinnins «ith Contradt
Ember 21D« An additional 10 drawant (15 cubic feet) i s located in
the storeroom (old building) and eovers the years l$20 to 1$47,
Ktrabars 1 through 209 - a total of 72 ctMa -feet.

Stora Sraim OexncpLss 3 drawors (4i aaSbdbo feet) in the
office area for the years 1944 to date, >TE««"*"E tdth. Bomber X,

labor? OccutpiQB 7 drawars (UD ctfedLc feet) in the office
area for toe years 3?4? to date, begLnolxe -slth Suoiber 400* An

tional accusmlation ocenpies 1^ cubic feet for the years 1947
1948 in the old office > ^ ? ^ x storeroom «• a total of 12& etibls

Coot.

IBCOI^EBDflTIOtli BBTAXTI FCR FIVB TEARS tSFSSR f33&L "BEDS5HS •J&&~TB£5i[
\v^um--fLiltJF$c(yRiri 3te$B-mfSLji>nf.KWtaji op cCJSRESPONnSKJE IB THE
JT0R1I I R A O , WATER A^D SE5TACE GOSRA2T F U S S , ETCRCFIIi: CQBSESFCSa
CE1CE ARD ZSSTRCS QRI0IBAE3; ^ P A f K ^rT^fVyny 6Og3ESS PEBMASEHCU*
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Comitruotion DepartoouL

Ths contracts In this Xtoparfesent are also filed la three cate-
gories, labor, Sterna Drain, later and Sewage* Katerial filad in
y»p^ folder Includes ths following*

Plot Plan (Varying sixes) A diagram of the construction
shoving progress of ths vork*

Pally Item Egtigate (Fore E-20, 8§» X 11") A daily listing
of Tfork done under 12» varioto items cdT the
contract for- which pey&snt i s to be code*

Orog ctr Under Ran Sheato (61° X H") Indicates lr/ itca tte

Final Egtlrate (Para E-28, ^» X H") tWu i s a copy of
tEe original filed in the voucher fila in t̂ te
Caaihier*8 Office TJhere they are ratalzsd per-
siassntly (Sea Schsdole Bo* 22, Itees 2)«

Final Payoant (Farm S-28, 6i° X TI,*) TO&0 is a copy rf
tn© original filed ulth tha p^B»nt Troociwar ia
the Caa(hier*a Office «bare tSagr ara retained per-
manently (See Schedule 22, Itea 2)«

Bid Tabulation (Varying Siaea) TtiLs i s am itaaised com-
parative chart of a l l bids suhaittod.

Engjaeer Setimte (8^° X l l a ) A copy of the original
estimate of tbe oonstartotloatas prepared lay the
Chief Engineer.

Current Estimate (Fora E-28, ^ X 11") This i s a copy of
the original current estlaata filed in the vouch-
er f i l e in the Cashier's Office uhere thcry are
retained permanently (See Schedule 22̂  Itesa 2)

Bonding Sheet (Fora £504, 8^" X 21*) A periodic report to _
the bonding company folding the contractor18 bondl *-
I t indiaates the progress of tin construction
wcrk*

Contract' This i s a duplicate copy of the contract and i s
used for reference purposes*

porreBpondence Duplicates of letters front the Chief Eug-
ginflsrJa Office to the contractors and general
ccerespftnoeope*

Eaterial in these t i les ere saintainsd by contract ntraber* The f i l e ;
occupy 6 drawers (9^cuhic feet) far the years 1953 to date. The
earlier aceusmlation i s stored in the aAdrerooa of the old baHMng.

'^<^f
(fr~^

in t
e
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HBCOBBESBSTIOSa

*». The records listed telov are incladod in tho Coastsruatlon
Beparte&nt's filas vlth tbe recor&j itaedssed above* These records,
honsvar* tere permanent legal vt&os and are necessary fit any future
tlxse that r&pairs bocotso nsccssary*

BE5AI3 POR THREOS TEARS AFTER FIUML B S M S 7 JSD THEH

trpaaaaBalaaae Frqa Property Paaagg Claia TtdLa t» a aiatessent,

pattfi&ut&tivQy that property fiffsctad IQT con*
strxBtion activities has b«en SfttLofftctorlly c

Tepolrod.

Cootaract Data Steei (81s Z l lw) Thi« ia a ewaaary of tke
14J» wquired fop ©oaplotlon of tlie contract, ti»
oacttaatod cost fttvS ̂ hs f^y«l cost |Obss & certifi-
cation of lits field supervision that a l l cootract
<î Oli1î *t'riif*nff bavo l s s o XtCtfU3Lod«

Daily laapectica 1

and labor used*

(Fam B-648^ ^ « X 11")
odT ^*rfff p f fn tu

This i s a

X U") TM« final
tion notes ond

final Inspection cf Secaara tyarsLZ-QOZ,
-̂Tanpftctign report indicatss 1

reaaarka for each section of ©snaga tetseon raia-
holes.

Genteflias Profile Thia i s a representation of tbe profile of
tbo grouul^liefcrs tioccsv&tion Is done In tibich
tea© lines are laid and from tftdcfa dspAta of
•vfttlcn can be eoetpofeedl These field notes irero
ttsfsi for payiog tin cuDcavutlon couWacbor up to
Septenbear 1̂ 53* Since that tirao i t la used as &
dwek on tha accuracy of t3se depth classification
infonaation ^xieb la fllftd by contrast masher,
Tbm acmxsalatlon la indoded in 12bsX s&Ten for th
first gro^> oX fllss*

mSEK 1EARS, KLGK T̂IiC AMD EESTBOX CIHGIIiALSj KICBDFI1M TO BE
9EIAIBED PESJUAIEBTU,

;egpt«>ollar»a Office

Tto d ispos i t ion of the contracts f i l e d i n tba Cccaptrol3fir»o Office
I s covered i n Scbednle 29§ I t ea 1* Tba xecossaendatdLon for t h i s f i l e
reada ae fo l loro i d e t a i n for tixree Tears or n n t i l findltedj «hicb-
ever i s 1a ter # and then deatroy.

if)

f. „ rr

r̂


